
N E V A D A  STATE WELFARE DIVISION ADMINISTRATIVE MANUAL 
ion Sect 105.6 MTL 13/85 6 Sep 85 

Attachment 1 . 2 - A  
Page 22 

di rectsDis t r ic tOf f iceManagers who areresponsib le  for implementation of 
programsatlocal analyzesevaluateswelfare thelevel; and program 

operations;identi f iesprogramobjectivesanddevelopsproposalstoimprove 
cont ro landaccountab i l i t y  in t h e  assistancepayments programs; meets w i th  

e i ther  themajor staff o f f i c ia ls  ind iv idua l l y  or in groups,  to ascertain 
at ta inment  of establ ishedprogramgoalsandobjectives;conducts a var ie ty  
of publ icre la t ionsfunct ions;ass ignsresponsib i l i ty  to staff for i n tc rp re

and regulat ion;ta t i on  of StateFederal  part ic ipates in development of 
l eg is la t ion ;o therdut ies  as assigned by t he  Admin i s t ra to r .  

A .  C H I E F ,  E L I G I B I L I T Y  AND PAYMENTS 

Responsiblefordeveloping plans andproceduresforimplementation of 
state andfederalpol ic ies and legislat ion,whichestabl ishel igibi l i tyfor 
andprovidef inancialassistancetorecipientsundertheAidtoDepen
dentChildrenProgram,FoodStampProgram,MedicalAssistancetothe 
Aged,  Blind and Program, Refugee DevelopsDisabled and Program. 
plans,proceduresandpoliciesfortheintakeandpaymentprocess. 
Assists in thedevelopment of re la tedpol icyand recommends changes 
in proceduresandnew or amended manualandinstructionalmaterial 
f o rt r a i n i n g  uses.  Establishes and systemscontrols accountabil ity to 

legal i t )  of payments. recordsassure Maintains and makes repor ts .  
Completesspecialassignmentsandresearch in t h e  areas of e l ig ib i l i ty  
andpaymentsa tthed i rec t ion  of theAdmin is t ra tor .Otherdut ies as 
assigned by the DeputyforAssistance Payments.  

1. Eligibility and SpecialistsPayments 

Eachspecial isthasresponsibi l i tyforone of the  ELP programs, 
development, andincluding implementation maintenance in con


f o r m i t y  k i th Federalregulations,Nevadalaw,andDivisionpolicy. 

Specif icdutiesmayincludeon-sitef ieldoff icereviews;program 

moni to r ing :thewr i t ingandupdat ing  of instructionalmaterialsto 

re f lectchanges in agencypol icyandprocedures;  the development 

andimplementat ionofstaf ft ra in ing;theevaluat ion of repor ts  of 

E&P act iv i t ies;thecoordinat ion of programactivi t ies;consulta 


and totion, l ia ison, the provision of technical assistancethe 
Division staf fandotherre la tedlocal ,State and Federalagencies; 
t h e  seeking of solut ions t o  problemsrelated to EdP programs;the 
maintenance of E&P automatedinformational and reporting sys
t e m s ;  par t i c ipa t ion  in the prepara t ion  of legislation and budget .  
O t h e r  duties as assigned by the  Ch ie f  of El ig ib i l i t y  and Payments. 

8 .  DISTRICT O F F I C E  MANAGER 

Responsible for admin is t ra t ive direction of welfareprograms(except 
support enforcement) in thed is t r i c to f f i ce ,  including interpretat ion, 
consu l ta t ion  and training.Supervisesprofessionalsubordinatesuper
v i so rsinvo lved  in public assistance caseworkand child wetfare and 
re la tedact iv i t ies .Insuresadherencetoagencypol ic ies,procedures,  
standards,rulesandregulat ions.Evaluatestheperformance of sub-

I ordinate superv isory  staff and the effect iveness of programs ass igned
.?Fiz-j5& -7 APPROVAL DATE nrn R+ EFFECTIVE DATE 17'/'I/r-
SUPERCEDES T N #  Fs--6 .... . 



N E V A D A  STATE WELFARE DIV IS ION ADMINISTRATIVE MANUAL 
Section 105.6 - 105.7 H T L  13x85 6 Se 85

attachment ~ . P - A  

lC5.7 


attachment 
Page 2 3  

tothem.Car r ies  out a cont inuous staff developmentprogram promul
gated at thestateof f icelevelandpar t ic ipates in theprogramdevelop

revier,.mentandpol icyformulat ionindicated by  continuing Engages 
in community planning, presentsendexplainswelfarepoliciesto t h e  
public and t o  pr ivategroupsandorganizat ionsandcoopcrateswith 
them in prov id ing wel fare clients.ef fect ive serv ices to eligible 

necessary policiesDevelops controls in compliance w i t h  agency and 
applicable Selectsmaintains andstatutes. and adequatequalif ied 
personnel. office equipmentAnalyzes n e e d s  for staff, space, and 

compatible w i t h  agency withsupplies, services and in accordance 
OtherDivisor, budge: administrat ion.  dut ies as assigned by t h e  

Deput ies.  

C H I E F ,  F I N A N C I A L  PROGRAM services 

Under administrat ivedirect ion,isresponsible for t he  management of fiscal 
andf inanc ia lp rograms for  theWelfareDivision to include:Budgetdevelop
mentandmaintenance;fiscalintermediaryanalysis,auditandappeals;pro
viderreimbursementandcompliance;andprogramassurancewhichincludes 
qual i ty  control ,  i n te rna laud i t ,we l fa re  fraud investigationandadministrative 
hear ingsfunct ions;andper formsrerated work as required. 

A .  PROGRAM ASSURANCE OFFICER 

Responsible Internal  Hear ings, andfor Audi t ,  Invest igat ions Qual i ty 
Control.Providesmanagementinformation on functioning of programs 
as gathered through Program Assurance functions. Makesrecommenda
t ions  f o r  correctiveactionswhenproblem/potentialproblemareas of 
pol icy or procedurea reiden t i f i edth rough  t h e  Hearing,QualityCon
t ro l ,Inves t iga t ions  or Auditprocesses, or reviewsofstate or  federal 
laws or regulat ions.Developsa?dupdatespolicyandprocedures fcr  
Program funct ions.  StateAssurance Coordinates Plans of Operation. 
Coord inatesCiv i lR ights(Sect ion 504) non-discriminationrequirements. 
Specialassignmentsand/orresearch as directed. Participate in formu
la t ion of budget  leg is la t ion  Assuranceand per ta in ing  to Program 
funct ions.  

8 .  C H I E F ,  QUALITY CONTROL 

Responsible for thecont inuousandsystemat icreviewsof samplecases 
in A D C ,  Medica id and Food Stampprograms to determinecorrectnessof 
caseactions.Determines if thepercentage of ineligiblerecipientsand 
incorrectpaymentsremainwithinestabl ishedfederalto lerancelevels.  
Ident i f ies  s ign i f i can t  sources  of both agency and cl ienterror,analyzes 
resu l ts  of  a review period a n d  recommends correctiveaction.Compiles 
monthly andb iannua l  reports t ot h e  Federal Regional Office.Compiles 

mon th l y  within te rna l  repo r t s  of QC findings. Consults staff  on 
eligibility policyproblems.Conductsspecial reviews 

I N T E R N A L  auditor 

audits of i n te rna l  externalCoordinates records  and programs, and 

fac i l i t i eswh ichprov ideserv ices  on behalf of the Division through 
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f inancial,  medical services,programandclientaudits.develops audit 
p lans.  repor tsMakes audi tonf ind ings Recommends cor rec t ive  
action. specialConducts reviews/audits. Prepares repo r t s  of aud i t  
a c t i v i t y .  

1 0. V E R I F I C A T I O N  OFFICER 1 
Responsible for invest igat iveact iv i t ies  in the ADC, FoodStamp and 
Medicaid (Includes Fraud Specialprograms. Welfare Investigators, 
Invest igat ive(SIU),Medicaid CoordinatesUnit  and Invest igators.)  
prevent ion,detect ion,invest igat ion end prosecutionofrecipientsand 
prov iderscommit t ingf raudandabuse in Welfare Div is ionprograms.  

current federalResponsible for maintaining knowledge of NRS and 
s ta tu tesand regulations dealing wi th  investigativeactivit ies.Develops 
andmaintainsl iaisonwithlawenforcement agencies, D is t r i c tA t to rneys  
a n d  Deputy AttorneysGeneral .  Prepares reports of invest igat ions 
act iv i t iesforFederalandinternalpurposes. 

E .  H E A R I N G  O F F I C E R  

andResponsible for  schedul ing holding hearings in t h e  ADC, Food 
Stamp,Social Services andMedicaidprograms.Summarizesandmakes 
recommendationsto the Hear ingAuthor i ty  on thedisposit ion of hear 

main ta insings .  hear ing  records and prepare repor ts  of hear ing  
act iv i ty .  forResponsib lemainta in ing knowledge of policies in all 
programs fo r  app l i ca t ion  in makinghearingrecommendations. 

105.8 ' C H I E F ,  NEVADAMEDICAID PROGRAM 

Responsible for  d i rec t i ngandsuperv i s ing  staff indeveloping and imple
ment ing  a medicalcareprogramforthemedical lyindigent as p rescr ibed by 
T i t l e  X I X  (Medicaid) of the Social Security Act  and Nevada Revised 
Statutes.Determinesamount,durationandscope of medicalserviceswithin 
budgetaryandstateplanl imits,takingintoconsiderat ion t h e  recommen
dat ions  of professional persons and groups. Maintains constant f isca l  
cont ro ls  budget  Establ ishesover  funds.  ra tes of payments, with rev iew 
and comment by prov idergroups .Rates  are subject to approval  b y  t h e  

Admin is t ra torWel fareWel fare and Board.  Researches, develops and 
evaluatesal ternat ivemethods for purchasing medical services, e.g., bulk 

paymentpurchase, p e r  capita rates, prospective rates. Responsible for 
ins t i tu t ionalut i l izat ioncontro l / rev iewprograms,f raud and abuseinvest i 

u t i l i za t ion  services,ga t lons ,  con t ro l  programs f o r  all medical provider 
cont rac ts ,  third party col lect ions,  faci l i ty  c la imsl iabi l i ty  heal th audi ts,  
p rocess ing  through the agent,  r ights required b yf iscal  c iv i l  compl iance 

with WelfareSection 504. Coordinates other Div is ion programs Develops 
medica idbudget  in cooperat ionwith Management Services. Otherdut ies  as 
assigned 

A .  FISCAL agent - BLUE CROSS/BLUE SHIELD OF NEVADA 

approved fo l low ingU n d e r  a state/ federal ly contract ,  performs the  
functionsagent: processing;asfiscal claims provider services/ 
re la t ions;  third p a r t yl i a b i l i t y  (cost avoidance, recovery, subrogation)-
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1 ASSISTANT CHIEF N E V A D A  MEDICAID 

Funct ions as an operat ions of f icer  through superv is ion of mostMedicaid 
Coordinates work  activit ies Medicaid andstaf f .  between programs 

staf f .  andAssis ts  in development management of Medicaid budget. 
ongoing Medicaid andMoni tors  operat ions of the program develops 


correct iveact ionwherenecessary.Alsoresponsibi l i ty  for the wri t ing 

and issuances: Plan Tit le 
coord inat ion of pol icy State under XIX, 
Medicaid Manual chapters) MedicaidServices (twenty and Operations 

RespondsManual (s ix  chapters).  to inquir iesgeneral  and surveys 
receivedfromnat ional  groups andotherstates.Assistswithdevelop

and durat ionment of rates establ ishment of amount,  and scope of 
Medicaidcoverage. 

PHARMACEUTICALCONSULTANT 

Responsibleforplanning.developmentandimplementationofpharma
ceut icalpol icyandrelatedaspects of theNevadaMedicaidprogram. 
Developsprogramcontrolstopromoteeff iciencyandeconomyandto 

ove ru t i l i za t i on .  Has pr imarbp reven t  responsibi l i ty  for authorizing 
paymentforrestr ictedservicesinvolv ingpharmacy or pharmaceutical 

Moni tors  and evaluates t h e  act iv i t ies performance 
pharmaceut icalconsul tants to  al llong-term-carefaci l i t ies in Nevada. 
Par t ic ipates in Medicalreview Team act iv i tywhen needed. 

D. MEDICAL REVIEW TEAM \ 

Medical Team at annual 

serv ices.  and of  

The Review conductsleast reviews in all 
long-term-carefaci l i t ies.Theteam is composed o fa tleas t  one member 
who i s  a phys ic ian  or reg is terednurseandotherappropr ia teheal th  

socia:  personnel .inspect ion mustand services The team include 
personalcontactwi thandobservat ion of eachMedicaidrecipientand 
rev iew of his /her  medica l  record.  

T h e  team determines services fac i l i t y  arewhether avai lable in the  
adequatetomeetthe health, rehabil i tat iveandsocial needs ofeach 
rec ip ientandpromote his  maximum mental and phycosocialphysical, 
func t ion .  

Theteamalsodeterminesthecont inuedneed of placement in a fac i l i ty  
and analyzes al ternat ive methods of care for  rec ip ients .  

E .  MEDICALSERVICES SPECIALISTS 

Services are imple-Medical Special ists responsible for development, 
mentat ionand evaluat ion of medicalserviceprograms in conformitywith 
Federalregulat ion,state law andDivis ionpol icy.  

The)  are responsib le  for providingconsul tat iveandadvisoryservices 
t o  po l lcy -se t t ingo f f i c ia ls ,  as well as p rov ide rs  of medical care and 
serv ices.  dut ies developmentSpeci f ic  inc lude the design, and coordi- i 
nat ion  of medicaid i m r  i 
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care, durable equipment, planning,dental,  medical family trsnspor

pr imary  case management programs, and andta t ion ,  care  repor t ing 
informationalsystems. 

Service are wi thMedica! Specialistsresponsible for all contracts 

Medicaidproviders,faci l i typaymentrates,claimsadjudication,perfor 

manceofthefiscalagent,faci l i tycivi lr ightscomplianceandpatient 

advocacy.Theyofferl iaison,assistanceandconsultat ion to s ta f f  of 


Division, Department, providers, Care 
the the medical Medical Advi 

sory Groups, Stateandlocalgovernmentalagencies.Participate in the  

preparat ion of  the Medica id budget andlegislation. 


105.9 C H I E F ,  MANAGEMENT S E R V I C E S  

Responsiblefordevelopingstandardsfor and assist ing in theformulation of 
admin is t ra t ivepol ic iesre la tedto management analysis,accountingdatapro
cessing,procurement,andresearchandstatist icsprograms.Developsand 
ins ta l l sp lans  for improvements in administrativepracticesandprocedures 
wi thinthestateandareaoff ices.Evaluates their effect ivenessandpro
videsconsul tat ion.Supervisesandcoordinatesthe work of divisional units 

services,  andengaged in administrat ive personnel  t ra in ing, d a t a  process 
ing, account ing and f inance,andresearchandstatist ics. Recommends neb 
or amendedlegislat ion,rulesandregulat ions.Supervises t h e  functions of 
theFinance unit, theManagementAnalysis unit, theContractServices unit, 
and the PersonnelandTra in ing unit. 

A .  CHIEF OF FINANCE ACCOUNTINGAND 

Responsible for administrationaccounting,maintainingledgers,account 
ing documents and reports.Responsible for maintainingproperaudit 
evidenceforal lexpendi tures of federalandstatefundsthatwere 
made in accordance exist ing and thatwith laws regulat ions govern 

Ensures work programs thethem. al l  are current. Administers 
current  Responsib le  for prepar ingpayrol l ,budget .  the vouchers,  
administrat ionclaimsandmaintainstravel and operat ing ledgers. Re
sponsib le  for programaccount ing,program payrolls, monthly program 

reports, cancel lat ion and refund l ists.costs, casetoad warrant Main 
ta ins  all t r us taccoun ts  and ledger agencyCoordinates accounting 

budget  wi th  governmenta l  invo lved inand act iv i t ies  other  agencies 

f iscalwork.Makesallpayments in both t h e  areas of administration 

andassistanceandmails all warrants.Responsible for chi ldsuppor t  

programaccount ingand proper d is t r ibu t ion  of all assigned 
support 
col lect ionreceived by theagency.Responsible for proper tyInventory  
andrecordre ten t ion .Otherdut ies  as assigned. 

8 .  MANAGEMENT A N A L Y S I S ,  ANALYSTS 

Responsible for conducting of methodssurveysorganizational and 
and for making managementprocedures,  studies of a genera' or 

administrat ivenature.Studiesvar iousphases c' divisionaloperations, 
including: functions,organization, pol icies. work flow work coordi-
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Invest igates wi th  andforms.  operat ions reference to organization 

budgetaryrequ i rements .Preparespar tso f  the Division's budget and 
the  request. anddefends  need for the Studies evaluates Division 


requ i rements  fo r  newequipment.CoordinatesDivisiondataprocessing 

requ i rements  to  includesystemsdesign.Preparesreportsandrecom 

mendations based on findings.Meetswithoperatingoff icials,discusses 

prob lemsinvo lved  in theiroperations,andassiststhem in theinstalla 

t i o n  of n e b  procedures/methods/systems andequipment.Otherduties 

asassigned. 


C. CHIEF,CONTRACTSERVICES AND OFFICE SERVICES 

proposals for  Social Services Grant.Requests Block Arranges pur
serv ices ex is t ing agencies;chase of socia l  f rom publ ic  or private 

the contract; thenegot ia tes terms of the formulizes- terms of t h e  
c o n t r a c ti n t o  a written provides todocument; consultat ionprovider 
agencies; and contracts; contracts;monitorsevaluates renegotiates 


and the manual 
develops maintains "Purchase of Service" provides 

overa l lin te rpre ta t ionandapp l ica t ion  of guidel inesrelat ing to purchase 

of service;developsregulat ionspertainingtotheadministrat ion of t h e  

program;developsmonitoringandevaluationsystemsandprocedures. 

Develops, publ ishes submits State 
coordinates, and the Plan Block 
Gran t .  

Responsible for theDiv is ion 's  printing, officesupplies,CentralOffice (
serv ices and word services. controls,mai l  processing Establ ishes 

des ignsformatand forms,  Centra lthe for  pr in ts  manuals ,  Of f ice 
memos, andotherpubl icat ionswithintheDivis ion.(Note:Content o f  
allforms,manuals,memos,etc.,isdetermined by theresponsiblestaff 
element. ) 

1. 	 ResearchandStat is t icsis  responsible for p repar ing  and analyzing 
regular ly  s ta t is t ica l  Prepares andrequi red repor ts .  evaluat ions 
i n te rp re ta t i ons  of opera t ing  da ta  in which work is standardized as 
to procedure ,  form andcontent.Works on researchprojects as 
assigned.Otherdut iesasass igned.  

D. PERSONNEL OFFICER 

Responsible for all Welfare,HealthandAgingServicespersonnel and 
t ra in ing Superv isesPersonnelact iv i t ies .  the Uni t  and Tra in ing 
Officer.Processespayroll,leave,insurance, employee evaluationsand 
all other relatingthe function. forforms to personnel Responsible 
delegated examining,recruitment, select ion and classifications of 
Welfare,andAging Conductsemployees. reclassification 

Confersmanagement staffing requirementsstudies.  wi th on and 
planning. Administrator in preparing formanpower Assists grievan 

ces,appealsandhear ings.Consul tsandadvises staff on allpersonnel 
problems.Responsible for maintainingcompl iancewithTi t le b l ,  OSHA 

I 
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Aff i rmat ive requirements.  recordand Act ion Maintains system on a l l  

position and reports.employees, histories, personnel Responsible for 

PersonnelandTrainingsectionoftheWelfareAdministrat iveManual. 

Other  du t i es  as assigned. 


7 .  TRAININGOFFICER 

Responsible for staff development programs al lDiv is ion 
and meetingsconducts workshops.personnel. and 


Analyzestrainingneedsandarranges for appropr iatecont inuous 

t ra in ing.  t ra in ing regulat ions 
In terprets  po l ic ies,and 

welfare Develops leavegoverning programs. educational pol icy 
t ra in ing Responsible fo r  the Developmentand mater ia l .  Staff 

section of the Administrat ive CoordinatesWelfare Manual. the 
Committee Acts as HearingTraining activi t ies. Off icer for t he  

n o r t h e r nh a l f  of the state. Otherdut ies as assigned. 
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